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A NOTE ABOUT THE CASEMIS STEP BY STEP

This document has been written for use by the local public education agencies (LEAS)
and the state-operated programs (SOP) submitting data for students with disabilities in
California. The LEAs include school districts, county offices of education, and special
education local plan areas (SELPA). The SOPs include all participating programs for the
disabled, operated by various state agencies.

This document is written to provide assistance to users of the CASEMIS software and
provide step by step in its use. The CASEMIS Step by Step for Basic Users can be
downloaded from the following website:

http://www.cde.ca.gov/sp/se/ds/

Contact Information

The CDE provides free technical support to the LEAS as necessary. If you need
assistance, have questions or inquiries for further information regarding the student
level database or the CASEMIS software, please directed them to:

Mailing Address: California Department of Education

Special Education Division
1430 N Street, Suite 2401
Sacramento, CA 95814
Attn: Assessment, Evaluation, and Support Unit

Telephone: 916-327-3651

E-mail address: casemis@cde.ca.qgov
Fax: 916-327-3730

CASEMIS SOFTWARE INSTALLATION
General Software Information

Locate the CAlifornia Special Education Management Information System (CASEMIS)
executable file downloaded from the Internet. As the installation proceeds, the software
will automatically default to the C: drive, unless it is directed to install elsewhere on the
computer. The CASEMIS software has on-screen direction to assist through this
process. Please follow the directions. The directions assume that the CASEMIS
software is installed to the C: drive.

Before beginning,

e Contact your network administrator prior to installation to verify you have appropriate
permission to install the software, and

e Exit any software programs are currently running, only Microsoft Windows is active.
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Locating the Installation File

Locate the CASEMIS executable file from the Internet web page:
http://www.cde.ca.gov/sp/se/ds/

The installation file name changes with each release. The file name always:

e Begins with CASEMIS

Followed by a “Jun” or a “Dec”(June or December cycle, respectively)

[ J
e Next is two digit-year, such as, “06”, for 2006
[

Next is an underscore followed by a letter for the version, for example, “_a” and it

ends with the file extension “. exe”

/Jun for June or Dec for December

4 Two digit year
CASEMISDec06 a.exe

Letter for release version

Action

What is on the screen

Locate the CASEMISXXX##_x.exe file. The

filename changes with each release. More
than one version may be released in a cycle.

Double click the CASEMISXXX## x.exe file.

Two separate message screens appear and

then disappear.

When the InstallShield Wizard screen appears

click the Next button.

& CASEMIS D

Click the Next button.

Welcome to the InstallShield Wizard for
CASEMIS Dec 2006 A
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Action

Type user’'s name and organization in the
boxes provided.

Click the Next button.

What is on the screen

Verify the software radio button is marked.

Click the Next button.

o A - InstallShield Wizard
Setup Type
i S SO0 trg that berl st your raseed.

Click the Install button.

InstallShield Wizard - x|
.
2

Wait for the Status screen to disappear.

Click the Finish button.

vx CASEMIS Dec 2006 A - InstallShieldnWizsa

InstallShield Wizard Completed

The IretaiShisid Wizard has suctessfully
2006 . Click Frush 1 4t e wizird.

el
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THE PRELIMINARY INFORMATION

File Format

The CASEMIS Technical Assistance Guide (TAG) contains detailed information about
the database structure, codes, and other information that are not covered in this
document. Make certain that you have ready access to an electronic or printed copy of
the current CASEMIS TAG.

Before proceeding further, verify each of the following that apply to the data files as
applicable:

e Make certain that the name of the data files (these will be referred to as tables)
for reporting end with .dbf or .txt or .csv.

e Thefirstrecord in a .txt or .csv file is considered a ‘header’ and will be read as a
header of the file layout when CASEMIS performs the extraction routine. Note:
Failure to include the *header’ record, as the first entry in a .txt or .csv file
will result in data file having a count of one less record reported.

e The date format in a .txt or .csv file must be CCYYMMDD (i.e. 20070630). This
is referred to as a year 2000 format. This is the same format for ALL date fields in
these file formats.

Refer to CASEMIS Table Contents to determine if all of the required data tables are
available. If any tables are missing, contact your local data manager before proceeding.

CASEMIS Step By Step  04-02-2008 DRAFT
4



CASEMIS Table Contents

Each reporting cycle requires, as a minimum the Student Data table, and Student
Service table.

Data When Number of Records to Submit
Table Required Refer to the CASEMIS TAG for detailed information

A - All One record (Field A-1 through A-30, infant fields as necessary)

Student cycles | for each child/student who received or was evaluated for

Data special education/related services.

B - All At least one record for each student reported in Table A,

Student cycles | except those students with a code 80 or 90 in Field A-26,

Services PLAN_TYPE. A record should be submitted for each service
provided to the student. The STUDENT _ID and the
SELPA_CODE must match in the Student Data and the
Student Services data tables.

C- End of One record for each disciplinary action a special education

Discipline Year student received. For example, a special education student

(Suspension| cycle who received three disciplinary actions during the year will

/Expulsion) have a record submitted for each action. A total of three
disciplinary records are to be submitted for that student.
Note: The CASEMIS data Verification phase requires the
STUDENT_ID and the SELPA_CODE match in the both the
Student Data and the Discipline data tables.

D - End of One record for each student exited from program or SELPA

Post- Year during the prior year except those students who returned to

secondary cycle regular education (EXIT_RESON 70), transferred to another

Follow-up program (EXIT_RESON 76) or are deceased (EXIT_RESON 77)

(2006-07, for end-of-year cycle reporting only). Post-secondary
is generally considered as after high school; the June 2008
Table D would include any student who exiting high school
during the 2006-07 school year or students 14 years of age and
older.
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USING THE CASEMIS SOFTWARE

This flowchart depicts a high overview of the Data Extraction process.

Data Extraction Overview
C (1) Launch Software )—:

v

(2) Extract Command

Select Year and Cycle e : R
\ Student, click Browse ‘Extract Data From' E:_Ix d'i??;:‘;'e;: ::gg:fri:e

click Browse ‘Save Extracted Data To' files
\ Services, click Browse ‘Extract Data From' !

click Browse 'Save Extracted Data To’ 4
(3) Click Extract Button (Ok message boxes)
(4) Click Verify Button

rrors and Wamings? Yo 4Preview and Print
r
Mo
Wamings?

-Yes

Fix warnings is
recommended.

Mo Wamings being fixed

Print Certification Report

F

Fax Certification to CDE.
Transmit Data through Portal
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Main Menu Screen

This screen is referred to as the Main Menu. As
you Exit or Close other screens, you will be
returned to this screen.

After launching the software there are several
options available in the CASEMIS software.
There are two ways to direct the software in
what to do, buttons and menu options.

| Buttons - CASEMIS Software Main Menu Screen

CASEMIS Step By Step  04-02-2008 DRAFT

B | @ || Ma | upow

Extract |Personnel| Edit |Hepots

Buttons

Description of Features Activated

Extract - Gathers student level data into a new file for data verification,
certificate generation, problem identification and reports. Errors, Warnings,
Duplicate students, and Unextracted Records are identified during the
verification phase. This option requires that your files have the correct data
structure. See the CASEMIS Technical Assistance Guide (TAG) for specific
information about the data fields and codes.

E‘
Personnel

Personnel — Data regarding Personnel information can be entered for the
required annual reporting cycle.

%

Edit

Edit - Student level data fields are subjected to routine checks.
Inconsistencies (if any) produce a list of errors and warnings. All errors must
be corrected. Warnings must be reviewed prior to submitting the data to the
Department of Education.

[&

Reports - Several reports are pre-programmed for your convenience.

Feports
Upload Upload Data Files — This utility is used to access the CDE internet portal to
Dats transmit your CASEMIS data files.
-
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| Command Options — Main Menu Screen

File DataEntipy  Tools

This toolbar is located in the upper left corner of the Main

Menu window. These can be activated by a single left mouse button click. A vertical list
of sub-menu options will display. Select the appropriate option by highlighting it with the

mouse.
Option Drop down Options Action
File File [aka Enkry Exit the software.
Diats Ert Select a File to Edit gives the user a way to
Lata Entry Select a File to Edit change inf_ormation located in a CASEMIS
Select Mameinfo to Edit database file (.dbf).
Select Namelnfo to Edit allows the user to
correct the director’s information on the
software generated certification report.
’7 Edit a File gives the user a way to change
Tool ) . .
I':"z'lﬂ o0 5 _ information in a CASEMIS database,
Eciia Fle text/ASCII file, or comma delimited files.
wiew File These files names end with .dbf, .txt, or
Merge a File CSV.
Export a DBF File
SED Toaols View a File gives the user a way to look at

information in a CASEMIS database,
text/ASCII file, or comma delimited files.

Merge a File provides programming which
will combine two files as a new third file.

Export a DBF File will send information
from a database and create a new text or
comma delimited file.

SED Tools is for State administrative
purposes only.
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STUDENT TABLES A-D

Inputting the Authorization Information in Tables A-D Certification Report

Action

What is on the screen

Locate the Command
Options.

@Eﬂ .;9;;9 ‘& Upload
& 7 Data
Extract |Persennel| Edit |Reports _Fil

Click the Data Entry
command option.

CASEMIS-Degclaheta)

Choose Select Namelnfo
to Edit from the drop
down list.

Select a File to Edit
Select Mameinfa tao Edit

Type the correct
information in the boxes.
Certification Imformation
ir_nesine:; Imea B CHiarge =]
=
Do _file: SELPA Dirsclor =
- |
Dir_eorkse: | Justa Warker o]
|
Dir_phens: |935.1||-?2i:i
Click the Exit button.
C|ICk the YeS bUttOn tO Microsoft ¥isual FoxPro

save the changes, No to
abort the changes, or
Cancel to return to the
edit screen.

@ Data has been changed. 'wiould you like to zave changes?
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Tables A-D Data Extraction Process

Selecting the Reporting Cycle

Action

What is on the screen

Click the Extract button, by = % |_Eb. Uplosd
depressing the left mouse & e
button once and rapidly Eutract |Personnel| Edit |Repors s
release. o AT =
The Extract Extract Form I =] 5
Form will P I ———
appear. Sehool Vear - nD:: ;ranlt;?;:‘l.lDDI‘r"ﬁ"ﬂ

IE'WE"W j" " End of Year Gune 30}

Extract Drata From Save Exfracted Data to

I Student Data | =[S I

T Serites Dista I = [l I

[T EuspiEip Date I Hrirwrse | = (Rl

[ Poe-Secontany Fofo | | [

o z | =g
E<IT
Click the down arrow. Bthool Yeal Elinhunl_‘r'aar -
Select the School Year from [2008-07 Cooalan] Z «
the list that appears. ISR P
Click the Reporting Cycle { D Reporting Cycle
The center of the circle will O December']
darken indicating selection. ™ Any Date(MWDDN YY)
™ End of Year (June 30)
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Path to the Data

Action What is on the screen

Click Student Data. A | AV s
checkmark will appearin |  TpMislUOErnL Ligla:

the box.
Click the Browse...
bUttOﬂ. Extract Data Fram :
I Browse. .. ; '\\/
1. Locate the data file using normal Windows conventions.
/
open 21|
Look in: If;_\] DataToTest T & |‘=_°i( Eg-
BBOSZ2306 - OUT.CBF @IrnaaUse.xls @testcdeteble&csv
BB0S2306, DEF ServiceData, DBF
ggggigz el f;fif;t:-DBF 3. Select the data source file by double clicking on the file
= BE0S0722. DBF 28] test bb xls name. CASEMIS accepts On'y Files of type of .DBF,
| CASEMIS best.mdb 3% testcdstabled, csv .txt, and .csv.
4 [+]
File: name: Itestcdelable.f-‘-..csv Ok, j 4 C“Ck the OK bUtton'
Files of ype: |l Files ) 5\{ Click on drop down arrow for
Fm_;_?bles \\Files of Type and select
ez . .
All Files (*.*) from the list..

The path (where the source data file is located) is automatically typed in for you.

Extract Form [ = >
Repoding Cycle
& December 1
School Year Ay DateMMDD YY)
2002-03 =l e Endofvear wune 30)
/ \
Extract Data From : Save Extracted Data to
¥ Student Data |C:IWINDOWS‘LDESKTOF‘IMYDATA‘LDI Bro#ese. |
\ / 4
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Choosing a Target or Destination Folder

Action

What is on the screen

Click the Browse... button.

Save Extracted Datato

Locate the target data folder
(using normal Windows
conventions) where you want to
place the new data file.

i )=

E‘g Metwork, Meighborbiood E,:I Work Folders

1 Dailyx
Select the target folder by double | [EE
clicking. Savein |2 MyData B =1
Distinfo
KidsCount
E=E Dolist.dbf : )
toretwfork. dbf
. . Save As ﬂm
Optional) You should give
( p ) - g Save jn; Ia PutD ataHere j gl

the file a different name at
this time by editing the name
in the Tables box. If an Alert

message appears that the file
already exists, follow the
direction in the next section,
File Name Already Exists
Alert, before continuing.

Click the Save button to
complete the operation.

® | a_studentz2 dbf Save

Save as type: | Table/DEF [~db) =

Cancel |

The path is automatically typed
in. Additional data choices will
become available depending on
the Reporting Cycle selected.

Save Exracted Data to :
MO oW DESKTOPMYDATAPL
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File Name Already Exists Alert

If you have previously attempted to Save As |
extract the data the following screen
may appear. Click the Yes button to
delete the file with the same name

C:AWARDDWSSDESET OPMuD atahPutD ataH ereh az. dbf
Thiz file already exists.

and replace it with the current file. Peiplelziz bl il

OR
Click the No button to return to the
previous screen and type in a
different file name.

| Services, Discipline (Susp/Exp), and Post-Secondary Follow-up Data \

Repeat the steps listed in the Path to the Data file sections when submitting services,
disciplinary (susp/exp), and post-secondary follow-up data. Check the appropriate box
for the data being submitted, for example, for Services, check the Services Data box
then choose the associated Browse button.

Extract Data From ; Save Extracted Data to
¥ studentData IC."\F‘PL':GF.'A.':.-‘. FILESICASEMISDECD | Browse:.. | |C:*F’F;.'OGF!AEH1 FILESVCASEMISDECD - Browse... |
¥ Serices Data | CiPROGRAM FILESICASEMISDECD  Browse.. | CAPROGRAN FILES\CASEMISDECD |T)
[7 SuszpiExn Data | Browse. |
I Post-Secomdary Follows-up | Bromysa:, |

/
After completing the Path to the Data section, proceed to the Choosing a Target or
Destination Folder for each data file as appropriate. Use the associated Browse...
buttons for each data file.

For example, for the December 1 reporting cycle two data files are submitted, Student
Data and Services Data. The screen will appear similar to the figure below. Be sure to
| EdbactForm

o ] S

note where N R
_ Reporting Cycle

a" Of the + December 1

extracted SLEO T eey  Any DateMMDDAYAT)

- |2nna-n? - |

flleS are End of Year (June 30%

saved to

and thelr Extract Data From : Save Exracted Data to

names I¥ Student Data |CAFROGRAM FILESICASEMISDECD | Browse... | |CIPROGRAM FILESICASEMISDECD  Browse.. |

since these ¥ Services Data | CAPROGRAM FILESICASEMISDECD _ Browse.. | [ C4PROGRAM FILES\CASEMISDECD | Browss.. |

files will be [T SusplExp Data | Browse.. | | Browse..

accessed [T | Post-Secandary Fc!!-:\-\-‘-upl Browse. . | Brovise.,

later. FE2) & ET]

Extract werify EXIT

CASEMIS Step By Step  04-02-2008 DRAFT
13



Executing the Extraction Command

Action

What is on the screen

Click the Extract button at the bottom of the
Extract form screen.

Extract Data From |

¥ Studert Ost | FROGRAN FILESICASEMIBOECT || Browse..
¥ Senices Data |Eaes ILESIGAEEMISDED D, | Browse..
[= Slesg | :

ol

I Post-Secandary ol o=

Click the OK button. Verify that all records were
extracted.

As mentioned earlier, if the source file is .csv or
xt files, the first record is used as the header in
the file.

Extract Complete x|

Student Records extracted 5 From original botal records 7

Click the OK button to continue when you see
the Extract Notification message.

In the December 1 cycle, only plan type equals
10 or 20 will be extracted. An Extract
Notification box will appear when plan type is 80
or 90 or report date is other than December 1 or
entry date is after December 1.

In the June 30 cycle, all plan types will be
extracted.

Extract Notification x|

There were 2 records nok extracted due to Errongous
plan_type, rept_dake,entry_dake or exit_date

Click the OK button for each additional file
designated for extraction as appropriate. Verify
that all records were extracted each time.

SERVICE Extract Complete ﬂ

Service extracted 7 From original tokal records 7

Tables A-D Data Verification

Verify the Extracted Data

Action

What is on the screen

Click the Verify button.

School Year
2006-07 'i

[ croctrom
_Reporting Cycle
{+ December 1
T Any Date(MWDDAYY)
" End of Year (June 30}

=1E0]

Extract Data From

Save Bxtracted Data to

¥ Student Data

|\'1"LF'F‘:_iCiF'AM FILESICASBEMISDEC]  Browse.

I CIPROGRAM FILESIZ.

v Senices Data

|" APROGRAM FILES\WCASEMISDEGE  Browse.

[cProGRAM FILESIC

Browse...

™ Susp/Exp Data |

Browse.

Browse. I

I™ Post-Secondary Follow-up |

Braywse,.

Browse

3% =q
Extract Werify EXIT

CASEMIS Step By Step  04-02-2008 DRAFT

14




Navigation in Print Preview Options

This reference information will assist you working with the verification phase results.
NOTE: When there are multiple reports checked, you will issue separate commands for
each report.

Option What happens
&% | | Print sends the report(s) to the printer using normal Windows protocols.
Print

(& Preview — Displays an electronic image of the printed report(s). A floating
preview | | NAvigation toolbar appears with this selection. Some tools may be dimmed and
temporarily not available. For example, if you are viewing the report’s first

page, @ and B are dimmed.

Print Preview Toolbar and Individual Tool [oo o]
Usage - The toolbar can be docked or moved LRI e

as typical of Windows applications.

4 Show the first page of the report

p o
Move backward one page
p g Page Mumber: I 3:

ﬁh GO TO PAGE. Type in the page number you wish to ok | cencel |
view and click the OK button.

E Move forward to the next page.
M Show the last page of the report.

ImM :IT Change the magpnification level.

Elj' Exit preview.

% Print the report.

After the selected reports are previewed, the data sent to the new file are the errors,
warnings, duplicate students, and Unextracted records found during the verification
process.

For your convenience, the file can be created as a database text document, or

'EEEEEEE:. @ @
spreadsheet. These buttons are used to create such files, , etee] ang Lo

When the new file creation is completed, a ‘Transfer Complete - press any key’
message will appear in the upper right corner of the window. The screen will be frozen
until a key is pressed to clear the message box off of the screen.

=4 Close/Exit the screen.

Exit
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Verification Phase Results

File(s) ready for Certification

A Print screen

¥ ERRORS 0
with ¥ WARNINGS 0
Certification ¥ DUPLICATES 0
checked [¥ CERTIFICATION

appears if data
is complete and
correct.

Proceed in the next step, File(s) ready
for Tables A-D Certification.

[V UNEXTRACTED RECORDS ]

File(s) NOT available for Certification

The associated boxes can be checked
when the verification phase locates Errors,
Warnings, Duplicates, or Unextracted
Records. The
checkmarks turns
on and off
(Toggling) by
clicking the check
boxes when lit.

¥ ERRORS G1

¥ DUPLICATES 2
¥ CERTIFICATION

[V UNEXTRACTED RECORDS 2

In the previous section Navigations in Print Preview Options, buttons are explained.

Sample Verification Process Outcomes

¥ ERRORS 17277
I 3684
v DUPLICATES 14

[¥ CERTIFICATION

[V UNEXTRACTED RECORDS g

Errors, Warnings,
Duplicates, and
Unextracted
Records were found.
All four reports are
highlighted. A report
for each will be
generated for each
of the checked
boxes. (Certification
is dimmed and
unavailable.)

¥ ERRORS il
¥ WARNINGS ]
[¥ DUPLICATES 0

[ CERTIFICATION

[ UNEXTRACTED RECORDS 1]

Errors only were
found. One report
will be generated.
(Warnings,
Duplicates,
Certification, and
Unextracted
Records are
dimmed and
unavailable.)

[¥ ERRORS 0
v 1
[ DUPLICATES ]

¥ CERTIFICATION

[ UHEXTRACTED RECORDS 0

Warnings were
found. Two reports
will be generated.
(Errors, Duplicates,
and Unextracted
Records are
dimmed and
unavailable.)

[V UNEXTRACTED RECORDS 2

Error, Warnings,
Duplicates, and
Unextracted
Records were
found. Four
reports can be
generated.
However, in this
example only the
Unextracted
Records report will
display. Only one
report is checked.

How to Resolve Verification Results

Verification Result

What is required

Does it prevent Certification?

Errors Must be corrected Yes
Warnings Verify that data is correct No
Duplicates Must be corrected Yes
Unextracted Records Verify that data is correct No

If the Certification report is checked and the warnings are verified, go to Section

File(s) Ready for Tables A-D Certification.

CASEMIS Step By Step  04-02-2008 DRAFT
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Controlling Verification Report(s)

Action

What is on the screen

Uncheck boxes to deselect
reports. Only checked
(active) reports respond to

Click the adjacent box.
Each mouse click in the box
will select or deselect the

Deselected boxes will
suspend report preview, print,
and exports. In this example

report. Active reports have |the only o =
the adjacent box checked, |options = ErRoRs B the -
and inactive reports do not. |given. zwpucms 2 Errors pupiicates -
Dimmed reports are not T Report @ cermrcanon
available and clicking them is
has no affect. pESeEER N | active. :
Using Table A-D Verification Reports

[&peint =10l
The associated boxes will be checked when the
verification phase locates Errors, Warnings, Duplicates, Hosc: -
or Unextracted Records. ¥ DUPLICATES 2

¥ CERTIFICATION

First, review the magnitude and type of alerts by using ¥ UNEXTRACTED RECORDS 2
the Preview button. Once the problems are reviewed,
several options are available. Depending upon the @lp@w — ﬁ?ﬁd Tﬁil 'f?

circumstances, determine the correct action(s) to take.

You may select which of the available reports you wish to work with by checking or un-

checking the adjacent box.

Three choices are available for correcting data.

Choice 1, is recommended if there are only a few errors that can be edited in the
extracted database. Continue with these procedures.

Choice 2, notify your information technology staff who supplied the file or those who
maintain the data files (make data entries) to correct the data and then give

you the corrected file for processing.

Choice 3, edit the source file then extract and verify the revised file. Corrections to the
data may be expedited through effective use of the reports. Printing out the
errors will assist in the correcting data. When more than a few records with
errors or warnings need to be corrected, the reports can be saved to .dbf,

Text or Excel format.

Sample Validation Error Report

Record Student ID Name

BirthDate Error

Message

Selpa
District

o111

CAPROGRAM FILESWASEMISDE CO6'PUTDATAHERE'SERVICEDAT A= OUT.DBF

1 SLEEFYLAM Serv: 210, Fars

1 SLEFEFYLAM Serv: 210, i

1 SLEEFYLAM Serv: 210, Fars

Ez01

E204

E213

HO STUDENT RECORD FOR SERVICES

LOCATION CODE I8 IN ERROR

FROVIDER CODE I3 IN ERROR

CASEMIS Step By Step  04-02-2008 DRAFT
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Understanding the Report Contents

Location of File needing corggction.

Sample Services file

Record Student ID Name BirthDate Error
The SELPA/District related to the error ~\C:\PROGRAM FILES\CASEMISDE CO6PUTDATAHERE'SERVICEDATA= q
1 1 1 1 Selpa 0111
will assist in Ioc:_mng who to contact for L
correct information. Some problems will i - -
not list a SELPA / District, such as, ’
. . 1 SLEEPYLAM Serv: 210, i E204  LOCAT
when the Services file does not have a
corresponding record in the Student | SLEELA - T B Mo
Data file.
Record number, this is a sequential ~ Noirici
record number assigned to the student N e Serv: 210, /¢ E201 NOSTUDH
by the software. This feature allows T o o
quick navigation to specific records
LEEFTLAM Serv: 210, £ E213  PROVIDER

when making corrections.

Next to the record number is the
Student ID
provided by the SELPA/District.

Serv: 210, ff E214

PROVIDEY

Serv: 66 LIVY, OTTENBAUM 02/09/95 E202

Serv: 66 LIVY, OTTENBATUR  09/09/95 E204

SERVICE

LOCATICH

Name BirthDate Error

-
I\M

listed for easy identification.

/f
e, TvRE L0A6/3171  PARTICIP CODE IS IN ERROR

OPMYDATAPUTDATAHERE'B_INFERROR.DBF

Infant Record, Emor i

*é’
N
EZQOSTUDENT RECORD FOE Ll

y»However, when a corresponding record
Student Data file is missing, a message
4 substituted.

The Student’s Name and Birth Date are

in the
is

BirthDate Error Message

DATAHERE'A_STUERROR DBF

Specific information is provided in the
CASEMIS Technical Assistance Guide,
Appendix B, for each

error and warning code.

10;‘16!02@ AT LOLE [ [N ERROR
DATAHERE'B_INFERROR.DBF

X E201 @ STUDENT RECORD FOR INE&’

the problem(s) encountered.

The brief explanation may assist in correcting

CASEMIS Step By S
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Exporting Errors, Warnings, Duplicates and Unextracted Record Reports

Action

What is on screen

Click the desired record export format.

g

To Text

Y%

To Excel

Locate the target data folder (using
normal Windows conventions) where the
new data file will be exported.

Double click the destination folder to
select it as the target folder.

K B3

H 5| & [=E

Save As

25 PutDataHere

[ DeptD ataPlan

2 Move
3 My Briefcase

[Z2 MyData
a

Save in:

(770 bl ShE

Name the new file in the Tables box.

Click the Save button.

Tables IE wportedShu Save

d Cancel |

Save as bype: IFiIe [=k=t]

A message will appear that the export
was completed. Press any key to
acknowledge the confirmation.

Tranzfer Complete - prezs any key

Previewing Errors, Warnings, Duplicates and Unextracted Reports

Action

What is on screen

Click the Preview button.

=

Print

o

To Text

=Y

To Excel

e

il Exit

Review the report(s) for the types and
magnitude of errors. An explanation of
each navigation button was previously
listed in the section Navigation in Print
Preview Options.

If more that one report was checked on
the display covered in the section
Controlling Verification Report(s), each
report will be previewed.

Click the Exit button to close each report
after reviewing it.

CASEMIE Valld sl Frrors

PR Ramun Eransn xrme Moz

Top o : DEF
S 120
Dimicied 2018

LITTLE, T¥EE.

T8 T DATAFI TOATAEFEE ] DEF

04802 E17T1  PARTICCE CODE 13 BRRIR

a e Frenal ire I

4 [atbrt Breoed Eorx if

WO STOIBNT EECOAD IR 1IN0 AN T SERVICES
IHFANT AZEVICE CODE X H ERROR

et Rrerm Eore ADENCY CODE 13 (8 ERACR
[afird Frsed Ecrox: I

Bl LOOATICH G006 IB IH ERECR.
El [afied Poaved Evre: I

a

Fl

PREQUENCY COOR 15 TH ERROR

Dt Foenad Trre: s DUEATION COOE 1316 TRROR

EpeEgiRE

[HFANT RECORD, i L{FANT AZAVICE COGE 11,52 25 ROT FOUND
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Preview and Review Validation Issues

Action

What is on screen

Click the Preview button.

Only checked report(s) will display. Print

¥ ERRORS
v
¥ DI
[ CERTIFICATION

¥ UHEXTRACTED RECORDS

0

= | [& < | 57

Prruiew To Text | To Excel

il

iy

Exit

To Dhbf

Review of seven Errors detected during the Validation Phase (sample scenario).

In the CASEMIS
Validation Errors report:

e Seven errors are
related to Services.

e Two students’ whose
records have errors

If there is only one page to
the report, the navigation
buttons are dimmed.

CASEMIS Validation Errors

Record Student ID Name BirthDate Error Message

CDOCUMENTS AND SETTINGS\LNESBIT'DESKTOPYCASEMIS\TEST DATA\BBOGO7DELETE.DBY
Selpa 0111
District 0161150

1 33428TUDID Serv. DOE, JOHN 03/30/88 E202  SERVICE CODEIS IN ERROR

1 33425TUDID Serv. DOE, JOHN 03/30/88 E204 LOCATION CODE IS IN ERROR
2 BALLS30A357 Sery: DOED, JANE 04/30/04 E202  SERVICE CODEISIN ERROR

2 BALL3I0AIST Serv. DOED, JANE 04/30/04 E204  LOCATION CODE IS IN ERROR
2 BALL330A357 Serv. DOED, JANE 04/30/04 E209 FREQUENCY CODE FOR AGES
2 BALLS30A357 Sery: DOED, JANE 04/30/04 E210 DURATION ERROR FOR AGES
2 BALL3304357 Serv. DOED, JANE 04/30/04 E214 PROVIDER ERROR FOR AGER 0

Click the Exit button to
leave the CASEMIS
Validation Errors report.

] (] B r|r|||mg:l* %!

In the CASEMIS Warnings
report only one warning
has been detected in the
Validation Phase.

CASEMIS Warnings

Record Student ID Name BirthDate Error Message

C'DOCUMENTS AND SETTINGS\LNESBIT'DESKTOP\CASEMIS\TEST DATAWA |
Selpa 0111
District 0161150

1 33425TUDID DOE, JOHN 03/30/88 W09 LAST IEP DAT

Click the Exit button to
leave the CASEMIS
Warnings report.

W] m] ] ooz ] gzl* %!
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| Tables A-D On-line Corrections to an Extracted File

Files with few errors and warnings can be easily corrected on-line. Follow the directives
dictated by your situation, as appropriate.

Fix Errors / Warnings Using the Edit Button [_Edt

%5

located on the Main Menu screen

Select, Locate, and Editing Data File

Action

What is on screen

Select the source file data type, which
the error comes from. Only the Student
and Services Data options are available
during the December 1 cycle.

Editing for Table 3 Discipline
(Suspension/Expulsion) and Table 4
Post-secondary Follow-up will be
available for the End-of Year data
collection cycle.

Diata File Type _
+ Student Data

i~ Services Data

Click Browse to locate the file.

The software will permit errors to be 2] X]
corrected on the extracted file created  CREETED 5] - @etm-
at the beginning of this documentation. Lfi@'?;skgp 1
v Locuments
19 kv Computer
e . =4 3% Floppy (A)
Locate and Select the verified data file = Locel Diok (€]
(.dbf) using normal Windows i
1 MNew Yolume (D)
conventions. A
2 cton"10.14.2.26'(N)
. File name]| & Compact Disc (T}
CI'Ck the OK button MyNeE\fDrkPlaees =
Click the Edit button. B & L1 | o
Structure Error B

If the structure of file selected
through Browse and the selected
Data File Type do not match, an

alert message regarding the
structure mismatch will appear.
Check the Data File Type and the
selected file for the error.

The Student file is an Invalid Structure
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Action What is on screen

Tabs at the top of the BRI | The last tab (furthest to the right) displays

screen, Pagel, s ey || multiple records in columns. To view more

Page2, Page3 allow seee [ | | records use the vertical scroll bar

viewing/editing of data | sues [easoss | | [ESEIRETED

for individual records, | | |

except for the last tab, | o [

Browse. Location [ez0 ] tept_date  |selna_code |selpa_from [distcerv  |distresi  |sch_code [sch_twe =
hexer [ o] §isnins o1 bistian rieriss [oieriss oo
Duretior: [osa

|
|

L

[ € »

Use the horizontél scroll bar to view more

fields.
NOTE: When working on the multiple rept_date  |selpa_code |selpa_from |dist_serv
record view, a small arrow in the left o) 20172006 [0111 0161150
column points to the active record. 1200106 |0111 0161150
Click Edit, located at the bottom right | 40D | EDIF@ | & |
side of the Edit Form. Make the
correction to the record/row as MThe ADD button permits the creation
appropriate. of a new record in the data table.

The options at the bottom of the screen a
immediately change. Refer to the
following section, Edit Data Screens -
Record Navigation.

or Delete These buttons remove
(delete) the record from the data table.

Click Save to accept the changes. The | | A_ _ [y ;
‘Revert’ button cancels any changes SEVE HEVEH [elete Exit
made. Save or Revert must be clicked \'\7
for other options to become available.
Click the Exit button, when edits are .
complete. ADD | EDIT | = | £\ 5
OR

Add | Edit | Delete | Exitz;?

Click the Exit button. | srowse |

—Diata File Type s
& Student Data
 Serices Data
" Discipline Data

" Post Secondary Data
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| Edit Data Screens — Record Navigation

Record Navigation facilitates record location for review or correction. Moving from one
record to another can be accomplished two methods, Recno or Button Navigation.
This will assist in data review and correction and is available on all data type screens.

Moving through the Student Data table records can be incremental using Recno,

LN = | This feature is located in the lower right corner of each screen. Up and

down arrows moves through records in the indicated direction one at a time.

Record Navigation toolbars have several Button features and are located on each
screen. Click the appropriate navigation button located at the bottom of the screen. The
record number currently displayed can be identified by looking at the Recno box located
in the lower right side of the screen.

Buttons

Action

Moves to the first record in that data file.

<A
. Moves to the previous record that is, one record
backward for that data file.
Moves to the next record, forward one record with each
3 click of the NEXT button.
B H Moves to the last record for that data file.
bottom s
Find % The search screen is activated to locate the data file for
Al—'” records that meet the criteria entered. See the following
section, Find Data Feature, for more details.
Creates a new record in the data file.
Add
Edit Activates the record so corrections can be made.
Qelete a Erases the Chqsen record Microsoft ¥isual FoxPro
from the data flle' A @ Do pou want bo delete this record?
confirmation will appear prior '

to the actual record deletion.

Keeps the changes made to a record and end the record
edit session.

Cancels the changes made to a record and end the
record edit session.

Closes the window and returns to Edit a DBF selection
screen.
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| Find Data Feature

Record review and correction can be greatly enhanced by using the Find Feature. This
feature searches and locates the various data types such as text, numbers, and dates.
It locates specified value(s) that are in the selected field(s) and displays the records
meeting the specified criteria. To display all records again in the data file, the “All”
button must be clicked.

Action What is on screen

Click Find located in the Edit Data _
toolbar. Jiar Pz Battom E.nd<':|

A Search window will appear.

Select the Field and Operator

. . Field: Operatar:
using the drop down list arrows, or

the keyboard arrow keys to | GRADE [ =
browse and select. not equals
more than
Enter the criteria in the Value box. — roe— ey
| GReDE =l | equals R EE]

For example, a searching for the
students in the 5" grade Note: GRADE values are two digits using the
single digit “5” can produce erroneous results.

Simultaneous find requests with
two different criteria can be made || {* And
and then search through all 1!.-. _
records at once. For example, you Or
may search for GRADE and
SCH_CODE.

AND both criteria for each must
match to be included in the found
set.

OR If either of the two criteria are
found in a record it will be included in the found
set.

The Case Sensitive option forces
an exact match of the uppercase [T Casze Sensitive
and lowercase letters.

Search Launches the Search for the records meeting the specified criteria.

Cancel | Cancels the Search and returns to the Edit form.

Al Finds all records in the data file.
Ol\:LY(;EC(;::rd.S ma'iﬁc(?lngl the rept_date selpa_code [selpa_from |dist_serv dist_resi sch_code
enterea criteria will display on 12/01/02  |1200 1262918 1262019 |B008O1S
screen being viewed when the 120102 [1200 12626935 1262035 |BODE031
Find button was clicked. A

message appears when no
records match the criteria entered.
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| Correcting Data

The three methods for editing data: drop down lists, free entry and dates.

Correcting Data — Drop Down Lists

Action What is on screen
Click the view list button, Sieflee o h300 jﬂb
directly adjacent to the field _
to be changed. OR
Dist_resi [ 1262013 jﬁs
Select from the generated pe—— ]

drop down list. 0110017 [ALAMEDA COUNTY SCHOOLS ﬂ

0131609 |CASCHOOL FOR THE BLIMD, FREMOMNT
0131817 |CASCHOOL FOR THE DEAF, FREMOMNT
0131633 [DIAGMNOSTIC CENTER, FREMOMT
0161119 (ALAMEDA CITY UNIFIED

0161127 |ALBAMY CITY UNIFIED =
Correcting Data — Free Entr
Action What is on your screen
Click into the field to be
changed. First_name: CHIP

Click Edit located at the _
bottom of the window. Edit

Edit the field(s) as needed.

Lazt_name: MDME

First_name: CHIF‘pﬂ
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Correcting Data — Date Fields

Action

What is on screen

Click the view list button,
directly adjacent to the date to
be changed.

Birthclate:

10/ 612002 J%

A Pop-Up calendar will appear
showing the current data
entered in the field.

June 2002  [June | |2002 |

Sun | Mon | Tue | Wed | Thu Fri Sat

26 27 28 29 a0 31 1

2 3 4 5 5] rl g

- |8 10 11 12 13 14 15

16 a7 =] 19 20 i 22

) 24 25 26 27 28 29

If necessary,

Click the down arrow to correct
the month. Choose the month
with a single click on the correct
month name.

June 2002  [June =] 2002 -
Sun | Mon | Tue January Fri Sat
February
o e e lmarch 1
2 3 4 April ]
- |9 10 11 Ma 15
16 |17 |18 EM\ 22
23 |oa g [|Muly ™ lzg
August
1 2 Centemhber E

If necessary,

Click the down arrow to correct
the year. Choose the month
with a single click on the correct
year.

December 2002|December  -| [2002 -]

Sun | Mon | Tue | Wed | Thu

24 29 26 27 28
1 2 3 4 a3
- |5 4 10 11 12

Select date with a single click
on the correct numeral.

The Pop-Up calendar will
disappear from view and the
selected date entered into the
field.

December 2002|pecember -] 2002 -

Sun | Mon | Tue | Wed | Thu Fri Sat
24 25 26 27 28 29 a0
1 2 ] 4 5 =] 7
=] ) 10 11 12 13 E :
15 16 17 18 19
22 23 24 25 26 27 28 1
29 a0 31 1 2 3 4 '

Saving the Editing Data

Action

What is on screen

Click Save to accept or Revert,
to discard the edits.

d7 Save

| Bewvert | WElEtE | it |

After corrections are completed, extract and verify the data as previously outlined.

Tables A-D Certification Report
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Files Ready for Certification

Action What is on screen

Click the Preview button. £ < | Xy |

Print To Tewt |To Excel] Ewxit

Review the Certification Sample Certification Report A Magpnification option
Report for accurate e
information including
authorization and number of
records processed. Change
the magnification as needed.

Missing or incorrect
Authorization information?
Refer to Inputting the

Authorization
Information in Table A-D

Certification Report.

(Zoom) is available as a
drop down list.

Part of the Certification Report includes the Special Education Annual Data Comparison
Reports. A comparison is made of prior year statistics with the current reporting year’s
statistics. Any anomalies identified by the CASEMIS software are circled in the report.
The SELPA is required to notify SED in writing for each anomaly why a major shift has
occurred in the student population in addition to the required report.

Disahility

MR HH DEAF SL1 VI ED 01 OHI SLD DE MD AUT TBI

4 9 1 288 32 36 17 22 375 o 2 20 2

48 11 o 294 32 34 17 31 358 o 2 28 4

30 9 1 209 26 35 15 30 320 1} 1 30 2

a8 9 1 313 27 3% 13 i3 310 1 1 42 1

44 1n 1 312 19 4 13 [£3 301 2 1 50 1

a9 13 1 313 26 46 13 &7 230 1 1 53 2

2 0 0 0 0 0 0 0 0 0 0 0 0

-37 -18 1 318 26 13 57 280 1 -1 -53 -2

B - 1 _ , B ,
o R s s | S, R s R R Iy

oy
MR HH__DEAF RIL NI ED o OHL i) p:] M0 AOT THI Tolal
i i L1} L5 FE HE 130 14 EEE ) u L 3 A, 559
oamn k1] &l o Les &7 prag 7 181 275 1 ) b1 17 5, 48t
Rz 334 37 LSS Sk r [+ nr  zdl 1 (L] &3 k3 arsn
mamn o 34 1 L47 k13 HE Lz m a0 X 7 i = Artlt
= @ = molm % m = mo3m s 7w m
o 4 kL) o LE 5T TE 1 13 zag H B 9 [t Srd 55
—mn a 1] 1] o n o 0 1 n n 0 n o 2
o = w am o m = = = e e =
. i R (T (R (T (T ot o (I ran e e i e
Bihakaiy
Nuhm Arhw Padsl Fily h: ] Abch  White Toial
e &l 1 a5 171 ka4 LES 0L 5,555
tan] E:d ili] 4 e 1D 1,053 L#2 A, 40%
o " > 11 w0 1m0 ,0r L= 5, E3E
- & m B owm um m mo
1 [ m 4 e 1483 Lz L 5r339
—mn 2] 1 x} s A0 1104 LaL= 5,256
oammn o o o z ] o o 2
5w = e wn _an o
C T ED(ES GBn) (DI e s v S i s s e e
e
It Frea  Enir L 2 4 1 1 L] T L] ¥ |11} 1u 12 D Orth Toial
—an (] T ain E: T E 23 g +a e HE 418 &1 R 2 ad E 1 5,559
oames g e 185 A0 a1 4 452 43 L) 1 4l 4ad 413 e i) = o 5 48t
i a b k] 143 0E ] L:13 g L s w3 = il 1 3H .o 1 ks arsn
came a e i3 3le 54 P ar 437 15 [<3 hi: ) a5 4= 36 m £} kil EEE3E
oamey Fid 4 aa i) m BT 4249 o R = R = Al prd 351 a &7 50999
1 A 8 n il EE a1 A% 43 am B kLY 4] SE 57 o) L] L2 5,156
N 1 1] 1] o n o 0 1 n n 1 n o a 1] a o 2
o m w W w = T
[ [T e R T [T T AR o T wan en Fed
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Print the File Certification Report

Action What is on screen
Verify the CERTIFICATION box is CII =loix]
checked then,
¥ ERRORS i}
¥ WARNINGS 1]
click the Print button located at ¥ DUPLICATES 0

¥ CERTIFICATION

the bottom of the screen

¥ UHEXTRACTED RECORDS ]

2@| R & |

Print | Preview | To Dbf | To Text | To Excel| Exit

Select the printer and number of Print FE|

copies (using normal Windows - Printer

conventions) if needed. Mo m
Status: Default printer; Ready

CIICk the OK button_ Type: HF Laszerlet 4060 Series PS5 ; YWEE0pmisG_SED1_HP4050TH_02

YWhere:  BEOpmt
Commett:

r— Print range Copies
LG Mumber of copie |1 3:

" Pages _fr-:m:|1 Lo:ISSSS
{7 Gelention @I‘ [Eall5te

Ok i Cancel |

)= 4

A CASEMIS Certification Report must be signed by the SELPA director (or other
authorized agent) and faxed to the Special Education Division (SED) the same day the
files are sent. The received files can be processed by the SED if a signed certification
report is also received. Fax the Certification Report to 916-327-3730. A separate
memo of explanation must be also sent when anomalies were identified by CASEMIS.

Please contact your SELPA director for due dates and check for updates on the

listserv. Regularly, CDE send updates of SELPA usable file received. Please retain the
original CASEMIS File Certification Report and any memo of explanation in the event
these were not received by CDE.

The next step is to Upload the data files to the CDE secured website. The reference for
this information is in the Instructions for the Secure Data Submission section.
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Tables A-D Data Reports

| Report Selection

Action

Click the Reports button.

Sl @ [ 2| A [
: Data
Extract |Fersonnel]  Edit |Reports|
What is on screen
Bl | @ || [al, Yoo
Extract |Persennel| Edit |Repors J:ii[a

Select the report category
desired.

Report Catagory Selection

9 E.E.n.r.e.!.‘.m.em..F.@.I.!..B.%.E..Oﬁ.z'%
€ Gummary Reporis

appear.

Depending on the Report Category Selected one of these two Multi-Report Menus will

0
Summary Reports

I™ Majar Ethnic Cateaary
I Major Grade Report
I Selected Age Group

I LastIEP & Last Evaluation
I” Exit Reason

™ Discipline Reason Repart
[™ Participation Report

I Yearly Comparisan

& Multi-Report Menu

I™ fae by Bxit Reason (End of Year OHLY)

[ Aae and Grade

I Disahility & Discipling Reasan (End ofYear OMLY)

I™ Disaility by Exit Reason (End of Year ONLY)
I” Disahility & Participation

I~ Ethnicity by Digahility

[™ Ethnicity by Discipline Reason (End of Year OMLY)

I Ethnicity & Participation

[”" Grade by Disabllity
[ Grade by Ethnicity

I™ Senice by Disahility Repart (Fed Rpt big)
I~ Semice by Ethnicity Report (Fed Rot Nis)
I™ Bervice by Age Report Fed Rpt WiA)

Enrollment Full Reports

™ |EPiEvalTransition Goal by District of Service
[ |EPiE¥alTransition Goal by District of Residence

I” In_RegCls By Disahility
[™ In_ReaCls by Ethnicity

Detail Listing Reports
[ Student Listing
[” BELPA and District Listing

Select the desired report(s) by
clicking the report name or the
checkbox (directly in front of the
report name).

W_Grade by Disability
W/

Click the SELECT button

SELEC

2
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| Report Data Source Selection

The Summary and Enrollment Full Reports information selection screens are almost

identical.

2 Repotts T

multi-Selection Report

Data File and Date
Student Data Table

Repaorting Cycle

Discipling Data Table

+ December 1

© Any Date (MMDDAYYY)
Browse... I

 End af Year (June 30)

School Year

Bowe | 2006-2007 B

| Data Selection Criteria Level of Aggregation
Al Select Al Select —Main Level
: 1 GELPA
County @ Residence Status (o (o  Dist. of Serice
SELPA @& i Disahility « @ " Dist. of Residence
District of Residence & @ Grade o) i  County
District of Service 1+ L Age o - C state
Ethnicity Group & (@) EL & a1l Cyes (Mg
Sub Level
Native Language &+ @ Migrant Al Yes {ho * None
School Type Y Gender & Al O Male  Female |~ Federal Placement
Paricipation ¢ " | :
Remark I

Click the Reporting Cycle
(adjacent circle to the cycle)

Click the down arrow.

Select the School Year from the
drop down list that appears

-Reporting Cycle e
;‘7 % Decermbar 1
 Any Date(MMIDDAYY)
¢ End af Year (June 30)
Schoal Year

|EDDB-QDD? 'l

Reporting Cyele
% Decembear 1

 Any DateMMD DR YY)
" End of Year {(June 303
School Year

2006-2007 H
L ey 2001-02 zw

‘ 2002-03 2002

2003-04 2003
2004-05 2004
2005-06 2005

| P

Click Browse to locate the
Student Data file.

Data File and Date
Student Data Tahle

I Browse)

Only one data selection box will appear, unless a
report was chosen.

Locate the data file using normal
Windows conventions.

[E=kstudentData,.DEF
Double click the file name to //

select the source file. (This file
must be in a .dbf format.)

Click OK

open 2]
Lock in: lﬂ DataTaTest I‘j‘ -
ServiceData,DBF \/\/

AU
File name: StudentData DEF 0K S ]
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Aggregation Level Selection

The Summary and Enrollment Full Reports aggregation (summaries) are similar.
Click the Reporting Level (adjacent circle to the aggregation level)

A Summary report may be aggregated or
totaled at one of three levels.

Level of Aggregation SeleCting the State
Rl — Level of Aggregation
‘(“Counw
| & State
/I/(‘ County
" SELPA
" District of Service
\ " District of Resident SUthtals at the

provides additional

chosen level.

An Enrollment Full Report may be
aggregated at one of the five levels.

| Level of Aggregation
hain Lewvel
& SELPA

" Dist. of Serice
" Dist. of Residence
" County

" State

Customizing Reports Through Data Selection

Automated reports can be tailored to your specific needs. The reports provide a choice
of “All” or “Select.” The automatic or default report is for “All” data available. However,
choosing “Select” will display a screen that lists of information that is available.
Selecting search criteria narrows the content of report by focusing on the specific data.

Action

What is on screen

Determine the data for inclusion in the
report(s). Multiple selections may be made.

Click the circle in the Select column to the
right of your choice.

 Data Selection Criteria
All elec

County

SELPA

District of Residence

Resgidence Stalus
Disahility
Grade
Age
Sehool Setting
ELL & a
higrant & Al
Gender & A

District of Service
Ethnicity Group
Hame Language
School Type
Participation

o INC SO SO TC IC RO C |
e Nie e Bis B Bie i |

Highlight the criteria.

|Sih grade
Seventh grade

Click the Move button. More than one criteria
or item may be selected from the list.

04 Fourth grade
05 Fifth grade

08 Sixth grade
07 Seventh grade
N Finhth trare

U TECOND grage ur [SEVETIIF Graus
03 Third grade J =5

The selected choice(s) are listed in the right
column and may be edited.

If necessary, highlight any item on the right
column to be removed. Click the Remove
from list button.

03 Third grade
04 Fourth grade
05 Fifth grade

06 Sixth grade
Seventh grade

Click OK, to use the criteria or click Cancel
to discard the criteria.

Cancell Ok
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Secure Data Submission

Instructions for the Secure Data Submission

These instructions are for users of the CASEMIS software to securely upload their data
to CDE. The computer MUST have access to the Internet for this option to be functional.
We highly recommend the use of Microsoft Internet Explorer v6.x or later to complete

this transmission, as the CDE does not

support any other type of Internet browser.

Logon to Secured Data Transfer Site

Action

What is on screen

Select the Upload Data Files
button in the CASEMIS software.

This is the CDE CASEMIS Secure
Data Transfer site (portal).

Click on the SELPA dropdown
arrow to display the SELPA list.

| @ |20 Ma | e
; Data
Extract |Personnel| Edit |Reports File.
T T T e Ty - almizi
e BN fex Fpestm [wk i =
=~ DA A Qe aitrerm G 3 e S

Ao [ e 104 30| AP e PRl =] roa L™
|

Quiin  ENEGES

MIS Secure Data Transfer

pload System
day, December 05, 2006

Select the SELPA for submission.

SELPA; IAmadnr County SELPA

Amador County S

Anaheim City SELPA

U are SUblantelape Yalley SELPA

Bakersfield City Elementary SELPA

hic e ime:

This area indicates whether the
data submission is final or not.
CDE strongly recommends
selecting ‘No’ since this will keep
the portal open for future data

SELPA: IAmador County SELPA

[

* Ifyou are submitting as a SELPA, please select the appropriate answer .
. Oes

Final Subm€ﬂ>6_ No
),

submission if needed.

If the Final Submission is marked “Yes”, future data submissions are NOT possible until
CASEMIS personnel re-opens the portal for your LEA. Call (916) 327-3651 and speak
with CASEMIS personnel to request re-opening of the portal for your LEA.

Enter the password obtained from the
SELPA/CASEMIS contact personnel.

Click the Logon button.

Mote: Please enteryour assigned password and click the 'Logon’ button to continue.

Password; [~ %
CASEMIS@ede ca.gov
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Upload Data Files to Secured Data Transfer Site

Action

What is on screen

When data submissions were
previously uploaded, a screen similar
to this will display.

Click the Yes button to send files to
CDE.

o

Uploaded By | Phone No. | E-mail |Upload File Name | Upload Time  [Final Upload

ima CASEMIS-Person 1999 8399998 [Ima@CASEMIS r Us.com | AZDEF  [6/B2004 12809 PM| Mo

ima CASEMIS-Person [1999) 8399998 [Ima@CASEMIS r Us.com | BZDEF  [6/B2004 128:09PM| Mo

ima CASEMIS-Person 1999) 8399998 Ima@CASEMIS r Us.com | CZDEF  [6/B2004 128:09PM| Mo

Complete all entries that have a red
asterisk. (If data files were previously
uploaded, the screen will information
already filled out, modify information

is necessary.)

Press the Continue button.

Mote: Enter the apprapriate Information below and choose 'Continue' button.

Contact Person: |
Address:*|
ciy=[
ZipCode:*[
Telephone:= o Exten: |
Fax:(
|

E-Mail:*

Evp. (599) 995-9599 Exten 999

" Required field

Continue \I\;esel |

Use the Browse button, select each
file you are submitting. Only submit
file types of .txt, .dbf, .csv, or .zip.

Locate and select the appropriate
files in the CASEMIS folder. (These
files will be extracted and verified.)

Press the Upload button. The
message box will appear and ask
“Are you sure you want to upload
file?” Click Yes.

é‘ Z Upload Reset

Note: Please use this form to uplead your file to the California Department of Education (COE)
« The name of the file an your workstation is not important since the transferred file will be uniquely na

o The extenstion of the file should only be .txt, .dbf, .mdb or .csv

Step 1: Specify the file you wish to upload to COE: (Click the 'Brawse' button to locate the file)
| Browse. S

| Browse: s
| Browse:

| Browse.

Step 2: Click on the Upload button to upload the file to CDE

Click the Logoff button.

The data files were successfully
submitted to CDE.

SelpalD: M

[Selpa Name : [smador County SELPA|

Uploaded File Size Original Size
D:\CASEMISJO0A\TestDatalAZ DBF | 211981 bytes | 211981 bytes
D:A\CASEMISJOA\TestDatalBZDBF| 793 bytes| 793 bytes
D:ACASEMISJOATestDatalCZDBF| 1291 bytes| 1291 bytes

Your fileffiles has been successfully uploaded to the California Department of Education.
Thank you!

(2141 anzferred in 0.063 seconds)

Logoff
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Personnel Data Reporting

| Personnel Menu Options

Menu Options facilitates personnel data reporting for SELPAs and school districts.

Menu Options - Click the appropriate button located at the left side of the screen. Some
buttons are dimmed (grayed out) until certain buttons activate them.

Buttons Action

il ‘ Open up a new data table for data entry screen.

Store data entered to the default data file (persdata.dbf) in the
Personnel folder.

Clear all data displayed if the onscreen data has not been “Saved”

........... Modify the personnel data that has been saved in the default file
Edit
.................... (persdata.dbf).
By Print and preview all the personnel data report(s) saved in the default
file and Personnel Certification Report by SELPA.
=y Leave the Personnel Data Reporting.
Exit
Merge Combine another personnel data report file by appending to the

default file (persdata.dbf).

Export Save a copy of the default file (persdata.dbf) to the user’s designation
folder and file name.

RESET Erase the data in the default file to save it as another file in the
Personnel folder and clear all data displayed on the screen.

Note: Exit, Merge, Export, and Reset options are always available. However, some
options are dimmed until a SELPA and district are selected. When a SELPA and a
district are selected, the New or Edit and Print option becomes available. The Edit
option appears only when data has been saved for the selected district.
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Personnel Reporting Process

Action What is on screen
Click on the Personnel button A s | [y Upload
Extract [Fersennel] Edit |Reports D_ata

The Personnel Data Report Form will appear. Some options are dimmed until the New
button is clicked.

M Personnel Data Report
California Department of Education
Form R-30 SE
SELPA List = ] [ = District List
Special Education Personnel Data Report: z006-2007
District Total
Full Cert MWotFull Cert “acant
Infant Program (&ges 0-21 o1 I 0.00 i non i 00
Preschool Program [Ages3-5] 0z | 0.0 I 000 I oo0
Resource Specialist (K-22) 03 | 000 | .00 I 000
=2 Special Day Class Instructor/Teacher 04 | 000 i non i o.00

Click the SELPA down arrow.

Morth Region SELPA
(Ciaklznd Unified

i 2ol Ci O

Select the SELPA from the list.

Click the District arrow. T —
Select the your District from the list. The New Special Education Persorfomees ‘ ‘
button will darken and is an available option. Ristrlonr  Lmn o AR

When a SELPA name is selected
for reporting SELPA level
personnel a district code of
“00000” will display.

SELPAs with SELPA level personnel are to
select the SELPA name from the District list.

This will create a separate report for these
personnel.

Click the New button.

CAUTION: CASEMIS only allows data
reporting for one district at a time. Selecting a — E
SELPA or District after creating the New data P Doyl
report form will cause an abort of the current
data. Data on the screen (other than the
SELPA or district) may be changed without
losing the information.

Zancel

Multi-district SELPAs must create a new data report for each district with special
education personnel. Select the SELPA, select the District, create a new data report,
enter the data, and then save the data for each reporting district. Repeat this process
until all districts with data are entered.
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Personnel Data Entries

Action What is on screen
Click into the appropriate
California Department of Education
box(es) to enter data. Form R-30 SE
| = | Bl |
Column tOtalS automat'ca"y Special Education Personnel Data Report : 2006-2007
h b District Total
at t e Ottom- Full Cert MotFull Cett “acant
Infant Program (Ages 0-2) o1 m I_W m
Prezchool Program [Ages3-5) 0z | 000 I 000 I 000
Resource Specialist (K-22) 03 I 000 I 000 I 000
[l ey Special Day Class InstructorTeacher 04 | 000 I 0o | 000
Cther Cerified InstructoriTeacher (K-22) 05 | 000 I 000 I 000
Save Paraprofeszional Staff (Age 3-5) 06 | 000 I 000 I 000
Paraprofessional Staff (Age6-22) o7 I 00 I 00 I .00
el Adapted Physical Education Specialist 0g | 0.00 | oo | 000

NOTE: A single click will put a cursor line in the box so you can edit the entry. A double
click will highlight the entire contents of the box. Pressing the Tab key will move the
cursor to the next cell.

Districts with erroneous entries can be edited before “Saving” the data. See Edit
Personnel Entries for editing data after it has been saved.

Save or Discard Personnel Entries

Action What is on screen

Click the Save button to keep the entries
Or [ F=RET

to clear the entries and turn off the data entry
screen, choose Cancel.

Save Successful -

Click the OK button after saving the data to close
the confirmation screen. All data on the screen will
disappear from the current view.
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Edit Personnel Entries

Action

What is on screen

Click the SELPA down arrow.

Select the SELPA from the list.

[

Oaklanc Unified
Tri-*alley SELPA
Miz=zion Yalley SELPA

d-Alameds County E:EL‘ 4
Morth Region SELPA —

Click the District down arrow.

Select your District from the list.
The New button will darken and is
an available option.

ALISAL UMICN ELE

BRADLEY LIMIOMN ELEMEMT &R
CARMEL UNMIFIED
CHI L8] AR IRICR EL ERERT AR

Click the Edit button, to change
saved entries or discard all of the
selected district’s data.

Only one district can be edited at Tt
a time. To delete the entire

district’s information refer to the SE'T‘
Delete Saved District Data al

section.

Edit; >

Left click the mouse in the box S Gk Perzape S 1Bt
to be corrected. [omi E| |
col_a Highly Qualified BEIE 5 |
col_b  Not Highly Qualified . b b B 0 . E
it o111 0161150 [ 1.00 1.00
COI—C Vacant Positions .0111 0161150 2 0.00 0.00 0.00
o111 0161180 3 0.00 0.00 0.00] —
[RE 0161150 4 0.00 0.00 0.00
o111 0161180 5 0.00 0.00 0.00
—— L
hi : q o1 B161150 B 000 000 000 =
| reen ar \V/ 0111 0161150 9 0.00 0.00 0.00 |
;ufofga%ial% eNSOa Cean cel K 0161150 0 0.00 0.00 .00 Rt
. 0111 0161150 ki) 0.0o 0.0o o.0o
: : : K 0161150 12 .00 0.00 0.00
optlon IS avallable to 0111 0161150 13 0.0o 0.oo o.0o0
discard Changes. 0111 0161150 14 0.00 0.00 0.00
‘ﬂ111 mA11AN 1A nnn nnn ﬂﬂﬂb 2

Click the Exit button when done.

Print Previgw

| %]

14| «] W] » o] 100 =] NS
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Delete Personnel Saved District Data

Action What is on screen
Click the Delete button to discard all the data currently viewed -
on the Edit screen. (This does not preclude creation of a New =
Personnel Data report for the district at a later time.) Deletejl é
Click the Exit button when done deleting the district’'s data. =g
Exit
Delete
Viewing Personnel Data
Action What is on screen
Click the Print button to preview and fykh?g";c” - |_|nnn lﬂ F
print the Certification and Personnel Sl Sosid Woter 0 o
report(s) Occupational Therapist " [Tom [ om [
Audiolagist 2 [Tom [ oo [ |
Teacher Aide 13 m m l_
Recreation'Therapeutic Recrestion Specialist 14 m m l_
Disgnostic and Evaluation Staff 15 [ opo [ o [

Print Preview Toolbar and Individual Tool Usage
Toolbar can be moved per Windows protocol.

Print Presviess

x|
I <] & > ] oo o] B S

Show the first page of the report.

Move backward one page.

EllNB

GO TO PAGE. Type the page number you wish to view. Page Number. [1 =
Click the OK button. ITI Cancel |

LI Move forward to the next page.
|

Show the last page of the report.
100% =

mj.

Print the report.

Change the magnification level.

Exit preview.

Click the Print button to print the page(s).

Print Previgw vE

Click Exit to leave the Print Preview screens. 14| «| El b ] |1nnz -] E| @
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The software generates a Personnel Certification page and a one-page report for each

district with entered data.

Colifoenin Depmctment of Edugetion
Form A-30 SE (2002-03)
Ceecificacion Page (SELPA)

SPECIAL EDUCATION PERSOHHEL DATA EEEOET: 2002-03

SELPA BEPORT

SELPA coge: Di1d SELPL TARE: Wil Alameda Comniy SELEA.

ADNINISTRATIVE UNIT:

CONTACT PEASCH : TELIPHONE HO.

CERTIFICRTION:

I GECTIFy that the personnel dats on the
ror th
following sll &pPLL

Dle Lawa, TRQULATions, &od the

o OEFICIAL:

TITLE R PERSON: DATE: (RS

e enclosed pages Tor the 300L-03 a@hool Fesr
& above SILPA &0d the AiSTTicta WLthin the SLLPL Dave BESh ACcurately reportad
i provided B the

THPORTAHT HOTES :

- The data shall be reported as of DICENFIR 1,2002.
- 111 forme are dus to the Department of Iducaciaon hy FRIDAY, Naech B,ZO0S.
- luy revioion of data mmst be rece.

- SFLPL (ot the dises

dved by the Degmckment by FAIDAY, Hmech 2%,2003.

ict] shall deliver all forms of the Department == #ollows:

SELPAs are to fax the certification page to (916) 327-3730. NOTE: ONLY the SELPA

Distrivl Tulal

EAILCTEDS CUHLIAL LED
1 Hot Fully Vacanr
FTROCITITI, €4 TACRT y Fully feszified|  Servizied Fos:v-ons
. i i3 =)
Hunber of Sp.Ed ImstructorssTeachera
Infent Frogran (Ages 0-i| 1 1.00 oo 0.00
Preschaal Pragean (Ages 5-5) 2 o.00 1.00 0.00
Fesuuecs Sueclalist [K-22| a 0.00 .00 1.00
Spceial DPay Clasaco * o.00 o.oo0 0.00
Other Certificated Inskzucta] s .00 .00 0.00
Uther Sp.Ed. Persannel (Presch-Age 27)
Vocstional Emucation fpecialis [ 200 oo 0.00
Adanted PuyeLcal Equarion i .00 .00 0.00
Tork-Study Coordinator s .00 .00 .00
Poycholopiat k) 0.00 o.oo 0.00
Schoal Sacial Vezkez 1 .00 .00 0.00
occupstional Tmerspler| 11 .00 oo 0.00
Andlaloplat 12 0.00 o.oo 0.00
Teacher hide 1 n.o0 .00 0.00
Reccestion/Thesapeutic Reczestiod 14 0.00 .00 0.00
Dramascic and Evalvation scarr 1 .00 oo 0.00
FuvaLcal Therapiat 16 .00 .00 0.00
Caunaelor 17 o.o0 o.oo 0.o00
L 1= 0,00 0.00 0,00

shall send one Personnel certification page for all reporting districts and the SELPA.

Printing the Personnel Data

Action

What is on screen

Click the Print button to
preview the Certification and

Personnel report(s).

Exit

Audiclogist

Counselar

Diagnostic and Evaluation Staff
Interpreter

MedicalMurzing Service Staff
Mon-Protessional Staff

Occupational Therapist

Crientation and Maobility Specialist

| ooo | ooo | omo
| ooo | ooo | omo
| oo | oo | oo
| om [ a0 | oo
| om [ oo | oo
| oo | oo | omo
| ooo | ooo | omo
| ooo | ooo | ooo

Use the navigation buttons to
review the entered data.

Refer to earlier procedures

to correct any erroneous
data.

Repoit Designer - iptpersonZ. fix - Page 2 - CASEMIS-Dec02a

 Fie DataEnty Tooks

RN sEE)

Dislcivl Tulal

EAILCYEDS OO LACLED
r Hot Fully Facant
vrsee, cxoTaoRe L founrr cesmiried]  caruitisa | esceiems
E (B I
o0 29 0.0
: 000 o o0
Meagseee Spzelalizz (R su1 3 0.00 3.23 -.00
perial Daw Tlamses * .Uy J.4J oLy

Click the Print button to print
the Certification and Personnel
report(s).

Click the Exit button when
done.
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Preparing Personnel Data for Submission to SELPA

| Export Personnel Data to a File

Districts submitting data to SELPA will follow these directions.

Action What is on screen

Click the Export button. Merge
Expart :‘;

RESETl

Using the normal Window’s conventions,
navigate to the location where the data
tableffile is to be created. Enter the name saveln | (] Deskiop \ @B
the Tab|eS bOX. MyDocuments [Z15ED test files ‘/\/

b= by Camputer [ shartcuts
k= My Metwork Places (73 OldProjects
1 current files @ SED FMP Server

21x]

1 holds @ Shartcut to Laurie

Click the §ave button. 1 Justify BCP
Press any key to clear the next message

Tables IMyPrsneI Save <
box. \,. N
Save as ype: [Table/DBF bV N/ -l Cancel |

Districts who are responsible for entering
their data through the CASEMIS software
should submit this exported file to their
SELPA.

Preparing Personnel Data for Submission to CDE

Merging Personnel District Data to a Single File

This step assists SELPAs to consolidate district data in a merged file.

Action What is on screen
Click the RESET button.
RESET|
Click the Yes button in the message box to |
erase the Current data' @ Thig will eraze curent data

Click the Merge button.
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Action

What is on screen

Locate the Personnel folder, and then select

e |

. . . o B2

the district file. N

Click the OK button.
File name: ] OK 4
Files of twpe: lTahIes ﬂ Cancel

A message box will appear stating the transfer

was complete. Press any key to clear the box. Merge x|

. . Pleasze Exit this form to refresh data
Click the OK button in the message box . l t

Do not exit yet. Repeat this step for each
district file submitted.

Click the Exit button =
Exit
Click the Personnel button. 3
Personnel
Click the Print button. Print the data and _
certification page. Frirt

Submitting SELPA Personnel Data and Electronic District Data

SELPAs are to print out the Special Education Personnel Data Report SELPA
Certification Page. Fill-out, sign and fax it to (916) 327-3730 and email the exported

“persdata.dbf” file to casemis@cde.ca.gov.

Please contact your SELPA director for due dates and check for updates on the
listserv. Regularly, CDE send updates of SELPA usable file received. Please retain the
original Certification Report in the event this was not received by CDE.
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